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 I. PURPOSE  

 1

 
  The purpose of this guideline is to provide attendance reporting instructions to school districts and 

charters operating approved alternative calendars, programs and schools pursuant to A.R.S. §15-
796, and 15-797.  This guideline provides student scheduling and attendance flexibility for these 
entities, and provides an audit trail to ensure that basic state aid is appropriately distributed. 

 
   
 II. GUIDELINE 
 

a. Explanation:  This guideline provides direction to those offering education through alternative 
calendars, programs or schools pursuant to A.R.S. §15-796, and 15-797.  The guideline 
instructs those entities as to what records need to be maintained, how attendance is recorded, 
and how attendance is reported to ADE.  The guideline also provides instruction to ADE for 
determining attendance and absences. 

 
b. This guideline applies to:  School Districts and Charter schools offering education through 

approved alternative calendars, alternative programs or alternative schools pursuant to A.R.S. 
§15-796, and 15-797. 

 
 
 III. PROCEDURE 
 
  For Districts and Charters operating alternative calendars, programs and schools, the following 

attendance procedures are required: 
 
  a. Required Records: 
 

1. A detailed daily and weekly bell schedule and school calendar that denotes all details 
relating to class names and times, passing times, lunch, recess, homeroom, and all other 
scheduled activities; 

 
2. If a separate education block is offered during the same day, a separate daily and weekly 

bell schedule and calendar will be maintained for that block and; 
 

3. For each student, class schedules that reflect the day and times each class will be 
attended. 

 
 

b. Recording Attendance: 
 

1. Attendance for each student must be recorded daily per statutory requirements for K-8 
and high schools. (A.R.S. §15-902(I)(J)) 
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2. Attendance must be recorded, school districts operating alternative schools pursuant to 
§15-797 and charter schools operating on approved alternative calendars pursuant to 
§15-797 may count pupils as having attended full time in any week for which the pupil 
was enrolled in and physically attended at least twenty hours of instruction during the 
week. 

 
3. If a student receives instruction in an amount of time that is less than the twenty hours of 

instructional time required for the week in subjects that count toward graduation, the 
school district and charter school shall report hours physically and actually attended by 
the student and report the absences accordingly, as directed by the superintendent of 
public instruction. 

 
c. Attendance Reporting: 

 
1. Actual attendance will be reported for each student for each day attended. 
 
2. Absences will be reported for each student that missed a portion or all of a day that the 

student was scheduled to attend. 
 

d. ADE Attendance Calculation: 
 

1. School districts operating approved alternative schools pursuant to §15-797 (D) and 
charter schools operating approved alternative calendars pursuant to §15-797 (D) shall 
calculate all attendance. 

 
2. Total FTE for any student shall not be calculated at more than 1.0 FTE. 

 
3. Absences for the week will be reflected for potential ADA calculation for students with 

recorded attendance less than scheduled attendance. 
 

4. Absences for the week will not be recorded for students that have accrued attendance 
equal to or more than their scheduled instructional time for the week. 

   
 
   
    *If you have any questions or comments concerning the interpretation or clarification of these guidance statements, please contact the Office of 

Legislative Guidelines (602)542-0384. 


